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KREW HEADQUARTERS BUILDING CONSTRUCTION

By the time this item appears ia the Support Bulletin we will be
awaiting bids on what is generally recognized as the first significant
step in the erection of a large duilding. That is the job of digging a "hole
in the ;i‘eund.“* Bids will be submitted on September 9 for the excavation
of the actual building site and for pouring the concrete foundations on
which the building will rest. Actual work is expected to start October 1.

Up to the preseat time construction work has been performed on
the site 23 a whole, rather than on the building. Last October work
started on clearing and grubbing. This meant the actual removal of trees
and brush from about half of the 137 acre tract of land and the cleaning or
removal of dead trees and brush from the rest of the site. This work was
completed in March 1958 and by that time a contract had been lst for
grading the site to bring it to the proper elevations as determined by our
site planners, and for the installation of drainage structures designed to
carry off surface imr from rainfall and from several springs in the area.
Under this contract the roads on the site and the parking areas are being
graded and some of them will be given a gravel surface treatment so that
they may be used by the building contractor to briag in his supplies and
squipment.

The weather has been usfavorable most of the time since work
started last October. Summer and early Fall of last year were marked

by long dry spells ideal for construction work but almost as soou as
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clearing and grubbing started we had heavy rains. Last winter the snow
storms were probably the worst we had had iu this area for years and
8o far this Spring and Summer rainfall is well above normal. In spite
of this we are malintaining our schedule. The gradiag and drainage
contractor is expected to finish by the end of September as his contract
provides.

Beginning with the pouriag of the concrete foundations, probably
around the first of November, the site will be under strict secarity control.
A contract has been let for the installation of a security fence around the
cleared area and erection of this fence will begin shortly after the middle
of August.

The Excavation and Foundation Contract will require approximately
6 months and before that work is completed we expect to have a contract
for the counstruction of the building itself. Probably & teo 9 meonths time
has been savad by making separate contracts for the clearing and grubbiag,
grading and drainage, and excavation and foundations. All of this will have
been accomplished while our architects have been preparing the complex
detailed plans required for the main bailding.

While the work described above has been under way on our site,

squally important work has been started off the site. Considerable progress

has been made on highway work. The new four-lane highway leading to the
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North entrance to our site is completely graded. Piers for the several
bridges on this highway are completed. The entire project is scheduled to be
paved and ready for use by the end of 1959, well in advance of our 1961
moving date. Within the last month work has been started on widening the
balf mile of existing highway leadiag te our South entrance.

County officials are proceeding with thair plans for installing water
and sewer lines and for building pumping stations necessary for these
facilities. Plans for the electric power station that will supply our building

are also well along.

1 August 1958
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Personnel Officers! Confersnce

Personnel officers from the offices, staffs, and divisions of the
a’rganﬁ.zatiﬂn mat for a two-day confersnce on 9 and 10 June. The con-
farence convened at a site several miles from ths Headquarters arsa 5
in order to permit the conference body to devete its full attention
to the topics on the agenda, Participants remained at the site
evernight,

The agenda was divided into thres major perts, eash considered
in terms of its direct relationship to the @rgamimtiom personnel
management, personnel practices, and personnel problems.

Tha cnnfemncé body, after meeting together for the first portion
of the agenda, separated into smaller discussion groups. Guest speakers
presented specific itsms under the three major portions of the program
and led discussion periods by the groups after the presentations,

Toples explored by the groups were the structure of persomnel
adninistration in the @/rganiution, career planning and develorment,
the Career Council, competitive promoticns, the fitness repert, traine
ing, manpowar utiligation, and comsmnications,

In addition to the above, the position of the é;ganisatien in the
Faderal structures was explained and discussed.

Approximately 75 persons attended the confsrence, sll of whom have
an immediate responsibility in ths persommel management program of the
organdsation,

Foture conferences will be held at least annuslly.
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(Support Bulletin Article)
(July 1958)

SUGGESTION AWARDS PROCGRAM

Since the last Bulletin went to press, the largest award made by
the Organization was for $3,000,00. This award went to two suggesters
who have been with the Organization five and six years raspectively.
‘They collaborated in a suggestion which has proven to be of significant
value to our activitles, The amount of this award is the second
largest in the history of the agency. The largest award, you will
remember, was for $8,%00.00 and was described in cur November-December
19%7 Suppert Bulletin.

These suggesters were honored at a very impressive presentation
ceremony on 24 July, at which the senior officlals of the organization
joined the Deputy Director in paying tribute te them. The award winners
were presented with Certificates of Appreciation, their checks, and
commendation letters —— coples of which have been piaced in their
;ndividual personnel felders.

The Deputy Director remarked that he, the Dirsctor, and the key
representatives present were extremely interested in the Suggestion
Awards Program in that it stimulates and encourages ideas, which are
the vexy core of our buciness.

The Chairman, Suggestion Awards Committes took advantage of the
occasion to comment on the fact that lLegislation creating the Federal
Incentive Awards Program contemplated including recognition and awards
for significant suggestions which are in line-of-duty. The only
qualification is that such suggestions must be so superior or meriterious

8§ to warrant special recognition.
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The Chairman also stated that our largsr awards for the last
twelve months total nearly $15,000,00 and that a successful Suggestion
Awards Program means that our people are thinking about work improvement
and that we cannot ever have too much of this.

'SR B A I T B

In sddition to the $3,000.00 suggestion award, sixteen suggesters
received cash awards along with Letters of Appreclation from the
Chairman, Suggestion Awards Committee «- coplies of which were placed
in thelr Officlal Personnel Folders. Flve of these awards were made
for outstanding achlievements.

All these suggestions and awards are roviewed here in the
Support Bulletin with the hope that the suggestion or an adeptation
of the suggestion may be useable in the reader's office. If this
proves true, please inform the Exscutive Sscretary of the Suggestion
Awaxds Committee because the additional use may entitle the original
suggester tc an sdditional award.

A most signiiicant suggestion was the proposal that a brief of
references be typed under the text of a cable to further identify calbes

Wﬁzgogietoxt is not self-explanatory. For this suggestion, the Caamiftee
voted an awarxd of $4%0,00 to be accompanied by a Certificate of
Appreciation from the Director.

Another suggester devisaed a means of using plastic tapes for

certain types of communications traffic which saved considerable man

Jiveeror
hours., He recelvsd an award of $160.00, The head of the suggester's

—2-.
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Office also wrote a memorandum commending this suggester on his over-
all good work, proclaiming this suggestion to be a typical example of
the interest and initiative the suggestar shows in the Organization.

One employee observed that chart papexr was needlessly being used
with the Brush Recorder inm his office, He suggester that the use of
less expansive adding machine paper be adopted., The suggester earned
a $70.00 awerd.

Two $50.00 awards were made to two suggesters for revisions in
forms. Ons suggester proposed a change in the present design of
Form 240a, Courler's Classified Mail Recoipt, to include perforation
on both parts of the recelpt and carbon interleave of the two part
set., The other suggested a change in Form 610a, Routing & Records
Sheets, to include: ™On filing documents in permanent case fila,
destroy back pink sheet, locator cards, snd abstract slips”.

Two $25,00 awards were made to two employees for thelr individual
suggestions. One employee suggested s new unclassified numbexing
system by which personality photos in a2 division's reports could be
oxdered. The other suggester proposed the much talked about shuttle
bus schedule on wallet-size cards.

A suggester recelved an award of $15.00 for his suggestion pro=
posing a new cen;truction plan for the streets at one area as a safety
measure against traffic hazards.

Eight employees received awards of $10.00 each for aqueeticns
proposing: (1) a system for the numbering of Non-Accountable Material

-3-
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Manifectsy (2) the construction and use of a removable bulletin board
to sducate typlsts of his section in the proper method of typing new
ftems; {3) the use of a plece of clear plastic and a grease pencil
in lieu of ditto paper for recording daily dataj {4) shuttle bus sexrvice
extended to include a stop for employees attending certain classes
(5) Form 108, Security Check Sheet, revised to cover a one year pericd
rather than the present two month period = the change was made to
cover a four month period; (6) the work "PRIORITY" indicated on the
pouch menifest; (7) the Routing snd Record Sheet start the "TO" column
on line two so thet the information would not be covered up by the
abstract file slip; (8) a method of converting the 082 sorter to an
083 sorter for use in one divisioen.
lse

Letters of Apprecliation went to sach of four suggesters fort
(1) compiling a2 supplement to the “Index of Bureau of Ships Publications”
for use in-hi; branch of the library; (2) proposing that steno-typists
be instructed in most frequently used intelligence word usags;
{3) proposing that the training peocple conduct a course to improve
writing to meet deadlinesy.-and-{4) propesing a-methed of productng a
micgodoty using a-Minox cdmera.

Pleace remember to advise the Executive Sscretary, Suggestion
Awards Committee if any of the above suggestions are useable in your
office.

- 4 -
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HOW TO MAXE A GOCD SPRECH WITH MINIMOM EF¥ORT
MemamwQﬂmsmdsimlemmwwﬁemerps. These
guides will make your next speech eapier for you, and easier on your
sulisnce as well.

You probebly 4o not have the time or desire to become o "professionsl”
piblic speaker. But you wonld probably like to do a “better-than-average”
Job on thope few occasions vhen you are standing on the spesker's pleatform.
There are some shorteuts and a few tricks that can help you do ite-with
minimm effort.

Pats "minimms effort” requires a nev approach to listening to other speskers--
especially those you koov in edvance to be good. |

Bat first, think back to the last speech you heard, good or bad. Maltiply,

roughly, the number of people in the asudience by the mmder of minutec used

by and for the speaker. Then estimate the average bourly salary of those
egent and compute the cost of his words. If you believe time is money,

this mental aritimetic should rewveal your responsibility to exert at least

& minimm effort the next time you are called upon to speak.

Wile listening to a good speaker, listen as a eritic. Note hi: ackeow-
ledgment of the introduction. Does he have anvm:r'mr which enables kim
1o accept praise or flattery graciously? This is his first impression upon
Els llgteners. Doee he address the chair, recogoize dignitaries at the
speaker's table, and, of course, the culience? Rightly or wromgly, listeners
interpret this practice as the mark of a professional. So that's Minimm
Bffort #1.

His first sentence is his attempt to “hook"™ the interest of the audience.
Be it a question, a dramatic shocker, or a gquotation, is it a sharp encugh
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hook to assure interest beyond the one minute that normal ewriosity and eourtesy
prevailt I:he':smfmiomlf 1t'c one of the two sentences in his speech
be has memorized (Minimm Effort §2).

Before this good speaker is far along, you'll know ¥aere he's going. If
the presentation is nontechnicel, he will never read his remmrkc. Ieaning
msmﬁ&emmaﬂmmremmemcmmitmsm. He
mobably will refer {0 no more than a three by five card with & bare outline
typed in caps. thithewmﬁshieshnu&nm&rtammm
if Be knows them; it lends belfevability.

ﬂm'smmmamdm.m*animmmm
of the adage, "Pirst you tell'em youre gonna tell'em; then you tell'em; then
you tell'em you told'em.” In this case, ho'll v adly be referring to a
wmmmomimleﬁmﬁthMMatmm’l
tadble, in the third row, and in the rear of the room (Minimum Effort #3).
Several of his key sentences will be underlined mso he will be reminded to
mm'épamieeintlacticn.

Also early in an exper's gpeach, you will recognize organization of fasts.
Listensrs essume that an orderly presentastion refleets an orderly mind. The
amateur can best schieve such orderliness by presenting kis major points in
& "ore, two, three” or "A, B, C* feshion {Mintwm Effort #).

This stimolates natural gestures with the fingers and hands. Thus, ome
armmmm'ammim«mmmmww«mmmm
with no effort. '

A similer trick 1s the “planting” of phrases or sentences that encourage
autometic volce inflection (Minimmm Rffort #5). Mo ome emjoys listening to
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& monotone. Peaks and valleys of the woice keep listeners awaike end increase
. the odds they'll be interested in what your're saying.

mmmrwmmmh no matier hov hamhie you may
foel they are. If you don't apologize, your listeners msy not notice your
wenknegses,. Or, as one wag put it, "Never apologize; your friends don't
mztangmeMes wn't belieye you anyway.”

RW-W&MW'&%&W&#&:MM
essential, even for the amateur. Alvance assistance by the program chairman
should include information about the mown circumstances which can help the
"onee~in-a-~ Ler" look like a pro. Will a microphone be used? Is 1t
destrable to have coples of your speech avatlsble for She eecet How mich
time are you expected to use? {Adhere to your schedule and you hawve at least
mmﬁWe:mmmmmM. Violate 1t by talking too
m;mmmkxomm.} |

There are a few basic rules about speeking which should appear uite logicel
to the cnee-in-a-whi.e speaker, although some are violated surprisingly often.
Gne is to bulld work-pictures by msing plenty of "for examples” (Mintmm Effort
#6). A bit of camuial reading of eollections of anecdotes, similes, quotstions,
 ste. will provide a memtel stocipile of flexible tools. And don’t worry
sbout everyone in your audience baving "heard it before”. It's amazing to
wrofessionsls how many times they can tell the same story to nev audiences
and gtill get laughs from all but a few who hear too many speeches. A few
basic stories in one’s tool kit can be adapted to fit the audiences--be they
salesmen, school teachers, or statesmen.
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Thic brings up & point at vhich meny amateurs are flustered. Too many
4try to be funny with a Joke that is told only for the sake of & lmugh.
Bumnrous stories can fall flat, and meny an mmteur has been stumned beyond
ccmposure by the silence that sometimes tells him it wasn't reslly so fumny.
Stortes ghould be used only to illustrate s point (Minimm Effort #7). Then
4f & laugh doemn't follow, no harm is done, and chances are there is silemt

intermal appreciation of the clever wey the poinmt wae driven home. Obviously,
the "I-get-s-langh-every-time” speaker will appropriately ignore this advice.

"Batterfliies” in the stomach are not restricted to onee-in-a-whilers.
The pao's have them, too. Don't expect to lose them. Actors, fighters, amd
public speskers simply learn to control them or live with them.

As with every effort, there must be s goal. The once-in-a-whiler must
Memnﬂédmmuhiammmefhmamnﬁth
ﬁ; st rule is: memorize your conclusfon (Miniwmm Effort #8). That
enmues & clean fMnigh--10 rapbling snd stuttering ss you search for any weak
finish, such as "Mank you,"” wiich will let you sit dowm.

You may be giving an inspirational piteh in times of adwersity. An appro-
piste conciusion might be a guotation, "the world cares little sbout the
storms we'll eancounter., But will we bring in the ship?” Then sit down.

This lends 1tself to mesaingful applsuse. You can make 1t easire for the
sadisnee o applaud. If you would be o mz:lm-avmgem-m-aom,
reviev guiekly the eight Miniwmm Effort aids. |

If you vent your skip to ccme in, you firet must lauach it.
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THE SPEAKER‘S RULES OF TONGUE
Be s ham, yes, bul have meat in your speech, too.
Plant phrases that necessitate gestures and plant phrases that atimulate

wiece molulation.

Ivck at mmgwmmwwmmm'mm
rassed by your lack of preperation and its imevitable consequences.
Use plenty of illustrations and periods. Your listemers aren’t much
sEarter than you.

Don’t thank an sudieace--ynless they suffered politely.

Ieeve'am laughing or leave'em fighting mad--but leave'em prompily and
cleanly. When you've said your say, stop.
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CONFIBERTIAL

FUKND DRIVE

We have received finsl reports on the success of Federsl
agencies in the spring fund drives for the National Health Agencies
and for the Joint Crusade which included CARE and Crusade for
Freedon, |

You contributed £22,407.99 to the National Heelth Agencies,
making the average gift fer those who gave $3.86. This compares
fevorshly with a general Government Unit aversps of $2.71 and
excesded the average for all but one of the major departments.

Tour donstions of $9,619.30 o the Joint Crusade represents
sn average gift of $2,02 for those who gave. This compares
favorably with s Government Unit average of $1.31 snd was topped by
only ons major department, |

We will soon begin the 1958 United Givers Fund campaisn snd
fally expsct that we will maintain our high standard of generosity

to such worthy causes,

CARFIZERTIAL
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CORFIOERTIAL

FUILD DRIVE

ﬂ; have received fingl reports on the success of Federal
agsncies in the spring fund drives for the Wational Heslth Agencies
and for the Joint Crusade which included CAIE snd Crusade for
Freedom,

You contriduted §22,407.99 to the Hational Hezlth Agencies,
making the average jift for those who gave £3.66. Thia compares
faversbly with a ceneral Goverrment Unit aversge of $2.71 and
exceeded the average for all but ons of the major depsriments.

Your donations of $9,519.30 to the Joint Crussde represents
sn average gift of $2,02 for those who gave. This compsres
favorably with a Government Unit average of £1.31 and was topped by
only one major department,

We will scon begin the 1958 United Civers Pund cempai-n snd
fully expsct that we will maintain our high standard of porierosity

to such worthy caeuses,

L CONFiBE T
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Hineteen candidates to attend the 1959-1960 sessions of the Defense
Colleges, the Advanced Mansgmment Course at Harvard University aad the nev
Senior Gfficers Course of the Foreign Service Institute will be selected
early this fall. Alternates vill also be selected in case circuastences
prevent the principals from attending or in the event that additionn) spaces
in these schools become availshls. |
_ . Mach interest is shown each yeer in the nomination and the selection
.ot candidates to represent the Organization in these schools, since they
are in fact the personal representatives of the Mrector to these institu-
tions. mmmmmvmcmuammwm
Deputy Directors and mekes its recommendations to the Brector wwo spproves
811 persons to participate in the Benlor Officer Schools. e aysten of
mmmmusrmmmmmmmmsmimma
'Mﬁwuﬁs. Candldates are ehosen esrly mmﬂntet'uuiw
scheduled the following yeer in order to allow more lesd time for individ-
mm\wmwmmmm:ermméunmom
replacemente. |

In selecting sn Organization representative to sttend a senicr staff
training school particular attention is glven to the individusl's qualifi-
catlons, his currvent and possible future assigments and also to his ability
to contribute to the respective program. Farticipation in thzay‘ni@ level
training trosdens the individuel's perapective, develops his potentisl and
’M@mnkehm.cnmﬁwotmmwmtommuﬁm.

Since 1948 eighty senior individuels in the Organization heve atiended
seszions of the Defense Colleges a the Harverd Mensgement Course. IS is
mtm:tarmamtsemhmﬁmmmmmrmwﬁum

o have t)?&?ﬁ?ﬁ%%r“ﬁa%‘ﬁ&?%%iﬁkmmmmm
Sfticer Schools. COREIRENTIAL
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THE NEW FITHESE REPORY

The nev Fitness Reporting system for the Organization will become
effective as of 1 Januery 1959. The new form will be available in the
field and headquarters prior to that time.

The Fitness Report is contained in one page with an stteched Justruction
Bheet, which eliminates the need for a handbook. The new procedure for
submitting enmual reports provides for a schedule of due dates vhich ie
based on grede levels, replacing the old cycle based on EGD dates. This
system results in all individuals in the same grade level belng evalusted
2% the seme time,

The form and procedures, which were developed by a task force working
under instructions from the Cureer Council and vhich had its approval, vere
sent to sixty selected supervisors in the Crganization for review and cosment.
This test run wes very successful and many valueble suggestions were made
and have been incorporated in the nev form.

Every effort hes been made to develop an effective fitness reporting
mechanien and it is hoped that thismmtuwillhelpinming@od

‘ personnel evalustion informatica, which is essential to management in our

Grganization.
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CERTIFICATE OF MEBRIT WITH DISTINCTION

e Director bas recently spproved the establisiment of an afliitional
wmcmwmathm, widoh is

wwummmmmmmaﬁ,m, his

esrhificste may De avardel %o any person officially affiliated with the

incinde sstegtance of haserd or wmauml conditions over and beyond the
nosmal reguiremonts of the sssigned duties. The honorsrius, the mount of
sihich vill be debermined Yy the Homor and Merit Aweards Board, will be given
%o a1} individuals to whom this macd is mede wiless the recipient Iis pro-
Mbited by Iaw from recelving afQftional cospensetlon.

e Corwer Coupeil felt there 1o = nsed in the Orgmisstion for an
abditiomsl cestificate with a flexille sonetary smoliment in arder to
permit rectgnition of cutstanding performence or service which 13 clearly
sbove the scope of the exisking Certificate of Merit with the fixed hosorertus
of §300. By the use of these tao coartifiostes for recognition of perforsmnce
ot diffevent lovels, & merit as well a5 an honor awmards progren iz ~stablished
iz the Orgenissticn. I8 is beliewed this will stimsdate wider usc of the
existing Certificate of Heris for superior perforssnce of duty at the jumior
level.

She Howmor Awsrde Boerd, nov renmwed the Boucr snd Merit Averds Bowrd,
%o the Birector ths emount of the homorsrizm to be given in cach case. The
recoasspintions to the HMrector vho spgroves esch individual swerd.

Segulation No. [ |viich wmlines the policies aad proceiures fir

the adpipistoation of the foaor Mme ATITETS SN R Sreoniseie

m&mwwmwmwﬁzﬂm
FrRITTE A
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Support Serviceg Career Develcpment

+ e

The Deputy Director {(Support) bus anncunced that the Administraiion Ca-
reer Service end the other Career Services among the Support componeunis have
reached the stege in individusl Career Service identification ; training, ex-
rerience, and evaluation where it is desirable und practicable to proceed in
s more formal manner to:

&. Jdentify and assign to senior Support positions sbroad the
best qualified Support personnel, in consideration of the reguire-
ments of specific positions, regardless of Career Service designs-
tions.

b. Afford maximum utilization of personnel through essignments,

to one of the Support components, of generaliasts who cannot proi‘it-

- ably be assigned st & given time within the genersl administrutive
fleld, or who have demonstrated greater suitability for a specialty.

Ca Beveldp Junior grade generallsts through planned assignuente
in appropriste Support components or by progression into the genior
generel administrative positions.

A5 & mesns of accomplishing the sbove, the following actions will be
taken:

a. Consider all general support or administrative positions s
G8-13 and above, at headqQuarters and in the field, ss rotational
positions which may be filled by members of uny of the Support Ca-
reer Services, and identify those members of such serviees who are
considered qualified, or potential candidates, for general suppert
dutles {or a combination of specieclties such as the Certitying/
Administrative Officer in some stations).

b. In all cases of completion of a tour of duty in rotational
positions, as referred to in paragraph Z.a. above, the proposed new
assigmment will e referred to the Administration Career Besyd for
its recommendation to the Deputy Director {Support). These cases
will include persons belanging to the SA Service plus those Pereons
drewn from the other Support Services., Normally such cases will
result in the assigmsent of SA personnel to genersl sdministrative
duties a2t Headquarters or overseas and the return to pareat service
of 211 others. However, «ll cases will bte cerefully reviewed in
order io ensure full consideration of the special needs of esch com-
ponent or Cereer Service and to ensure profitable and expeditious
agslgnment in cuses where the parent couponent or Career Service
cennol provide timely assigoment. In the letter instance, except
vwhere there is intent to change the employee's long-term career di-
rectlon, be will retain his sppropriste Carzer Service desigration
regardless of the compowert or Career Service to which he is aagicned
for e definite or indefiniie tour.
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¢. Relncorporute in the Administrstion Career Service thoso
qualified genersliste now desigmeted as "DA" in grades (6-11 and ia-
low, Cousidering the lmbalance of field and hesdquarters positions
in this cetegory, it will Le necessary, on cccasions, to agsion em-
Ployees frou these pusitions into regular positione of the apecizlist
services.

The procedurse to te followed are:

@» Identificetlon apd essigoment of members of specialist ser-
vices into general support positions will e by action of the Adainis~
tration Career Service mechanism: which will include, but which will
not be limited to, nominstions ty the specialist services.

b. BResssigmment of all employees from rotationsl assigmwents wil:
be by sctlon of the Admipistration Career SBervice mecheniam in direct-
ing assignments elther t¢ another general suppert positicn or to cne
of the speclalist career services for appropriste assigmment by that
service.

It iz anticipeted that the mumber of "speclalists™ going intc gereral Sup-
port positions and the mumber of "generalists® going into the specialist ser-
vices vill be smell. However, s more formel method of gelection thar has ex-
isted in the pust iz considerad essentisl to the continued improvesert of ali
the Support Services. ‘

l]'w"w T-a?:n‘
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The Deputy Director {Support) hes announced thet the Admindstration Cu-
reer Service end the other Corcer Services ason; the Support compoients have
reached the stage in individusl Career Service identificuatiorn, training, ex-
perience, snd evaluation where it 1s desirable «nd practicuble to proceed in
& more formal manner to:

% Mentify wnd asaign m'ﬁeaiar Support positions cbroud the
best qualified Support personnel, in consideration of the rexpive-
ments of specific positiens, regardless of Career Service desigia-
tions.

b. Afford maximum utilization of personnel through wssignsents,
to ane of the Sypport componente, of genmeralists who cennot profit-
ably be assigred at a given time within the geners) sdminisizutive
field, or who have demonstrated greater suitability for = specizlty.

© €. Develop junior grode geraraliste through plavned ussisments
in appropriste Support components or by prougression into the sexior
gereral odministrative positions.

4s a means of sccomplishing the sbove, the following actions will be
takens :

&+ Consider all general support or udministrative positicne,
@GB-13 and sbove, at headguarters and in the fleld, us rotaticral
positions which may be filled by members of uny of the Bupport Ca~
reer Bervices, and identify thoge members of such services who ars
considered qualified, or potential candidates, for general swpport
duties {or a combination of speclalties such as the Certifyirg/
Adminigtrotive Officer in some stationa),

b. In 8ll cases of completlon of « tour of duty in rotatiomsl
positions, ae referred to in paragrsgh &.a. above, the proposed aow
assignuent will Ve referred to the Administration Carser Bosrd for
its recoemendation to the Deputy Director (Bupport). These cuses
will Include persons belonging to the SA Service Pius those perscus
dravn from the other Support Services. Hormally such cases will
result in the asslgment of S4 porsonnel to general administrative
duties at Headquarters or overseas and the return to parent service
of all others. However, sll cases will Le cerefully revicwed in
order %o ensure full comslderstion of the special needs of escn come
poment or Career Service and to cnsure profiteble and expeditious
agsigmment in cases where the parent couponent or Caresr Service
camnot provide timely zssignmert. In the latter inetance, sLuapl
where there is intent to change uwhe employez's long-term cares: ii-
rection, he will retain bis appropriate Carcer Service desfgzstion
regurdiess of the compoment or Career Service to which he ig assigned
for & definite or indefinite Lowr.
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¢. BReincorporate in the Administration Career Service those
qualified generslists now desigpated as "DA" in grades GS-11 and be-
low. Considering the imbalance of field amnd headquarters positicas
in this category, it will te necessary, on occasions, to asgign em-
ployees from these positions into regular positions of the specislist
services.

The procedures to be followed aye:

a. Identification and assigmment of meubers of specialist ser-
vices lnto general support positlons will be by action of the Adminis-
tration Career Service mechanism which will include, but which will
not be limited to, nominations by the specialist services.

b. Reassigmment of all employees from rotationsl assigments will
be by action of the Administration Career Bervice mechanism in direct-
ing assigrments elther to ancther general support position or to one
of the specialist career services for appropriate assigmment bty that
service.

It is anticipated that the number of "specialists™ going into general Bup-
port positions and the number of "generaliets" going into the specisiist ser-
vices will be small. However, a more formal method of selection tkar has ex-
isted in the past is considered essential to the continued fmprovement of all
the Support Sexvices.
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